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use missing children photographs and 
information on or in penalty mail, the 
estimated number of pieces of penalty 
mail containing such information, and 
the percentage of total penalty mail di-
rected to the public which included 
missing children information. 

(b) The estimated total cost to imple-
ment the program, with supporting de-
tail, and 

(c) Recommendations for changes in 
the program to make it more effective. 

§ 23.6 Definitions. 
(a) Operating units. Bureaus and other 

organizational entities outside the Of-
fice of the Secretary charged with car-
rying out specified substantive func-
tions (i.e., programs). 

(b) Organizational units. The organiza-
tional units within the Department of 
Commerce are: 

Office of the Secretary 
Bureau of Economic Analysis 
Economic Development Administration 
Bureau of the Census 
International Trade Administration 
Minority Business Development Agency 
National Bureau of Standards 
National Oceanic and Atmospheric Adminis-

tration 
National Telecommunications and Informa-

tion Administration 
National Technical Information Service 
Patent and Trademark Office 
United States Travel and Tourism Adminis-

tration 

§ 23.7 Notice to Department of Com-
merce organizational units of im-
plementation and procedures. 

Following are roles and responsibil-
ities for the program within the De-
partment of Commerce. 

(a) The Department Contact Person 
shall: 

(1) Serve as the Department of Com-
merce’s sole representative for order-
ing materials, including camera-ready 
negatives, from the National Center, 

(2) Serve as the Department of Com-
merce’s sole supplier of materials to 
Operating Units, 

(3) Maintain a current list of per-
sonnel within each Operating Unit who 
are authorized to order materials, 

(4) Notify Operating Units whenever 
permission to use information on a 
missing child has been withdrawn, 

(5) Ensure that only current missing 
children materials are distributed to 

Operating Units, and that only those 
requests from authorized departmental 
representatives are filled, 

(6) Prepare all required departmental 
reports on the program, 

(7) Promulgate any departmentwide 
operating instructions deemed appro-
priate for the program, and 

(8) Chair biannual meetings of de-
partmental representatives to discuss 
the program and identify additional op-
portunities to use the missing children 
data with penalty mail. 

(b) The Head of each Operating Unit 
(and for the Office of the Secretary, the 
Director of the Office of Administra-
tive Services Operations), or his/her 
representative, shall: 

(1) Designate a single person to act as 
the Operating Unit’s representative to 
the Department for requesting and con-
trolling missing children materials and 
receiving notification to withdraw ma-
terials from use (an alternative may be 
designated to act in the representa-
tive’s absence), 

(2) Provide the Department Contact 
Person with the name, title, telephone 
number, and room number of the Oper-
ating Unit’s representative for the pro-
gram (and also for the alternate, if one 
is designated), and notify the Depart-
ment of changes when they occur, 

(3) Ensure that the shelf-life of print-
ed penalty mail materials containing 
missing children information is limited 
to a maximum of three months, 

(4) Ensure that information on a 
child is not used once permission has 
been withdrawn and the shelf-life for 
the material would keep the informa-
tion available for greater than 90 days 
after the date that permission to use it 
was withdrawn, 

(5) Direct that the Operating Unit 
representative (or alternate) order 
missing children information, as appro-
priate, only from the Department Con-
tact Person, 

(6) Comply with policies, procedures, 
and operating instructions issued by 
the Department, 

(7) Maintain necessary information 
to prepare required reports and submit 
them in accordance with requirements, 
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